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Librarian turned records management specialist

About me

• Started career at the Chicago Public Library

• MLIS from UCLA in 2013

• Records and Information Management Analyst for the 

LACMTA 

• Hired at JPL to lead the Records Liaisons Program in 

2015

Kelly.M.Minta@jpl.nasa.gov



AKA the “Lab”

What is JPL?

• NASA + Caltech = Jet Propulsion Laboratory

• Federally Funded Research & Development 

Center (FFRDC)

• 1 of 10 NASA Centers (and NASA’s only FFRDC)

• Lead NASA Center for Robotic Space Exploration

http://www.jpl.nasa.gov/about/history.php



Mandate

Records Management

Records management at JPL is required through Caltech’s 

contract with NASA: 

• Defines NASA vs. Caltech records

• Handling, Protection and release of restricted information

• Records Management compliance to executive orders 

(Presidential directives)

October 19, 2016



Records Retention Schedules

Retention periods are determined 

by the requirements set forth in 

the NASA and Caltech Records 

Retention Schedules

Records Retention Guidance



Records Retention Guidance

Lists of Records Categories

• The Master List of Records Categories 
was developed to provide records 
retention guidance per organization at JPL 
- highlighting only the records categories 
that each organization generates and 
maintains



LRCs by Organization
Lists of Records Categories



Each records 

category provides 

retention guidance 

from either the 

Caltech or NASA 

records retention 

schedule.

Retention Periods
Lists of Records Categories



Retention and Storage
Lists of Records Categories



Required fields are:

• Org

• Records Category

• Point of Contact

• Storage Locations

Note: Records 

Management staff 

approve these edits

Required metadata
Master List of Records Categories



At the bottom of each List of 

Records Categories is a 

Records Common to Most 

Organizations list

If an organization is the Office of Record (i.e. Travel), that 

category will be on the organization’s unique List of 

Records Categories

Records Common to Most Organizations
Lists of Records Categories



Records Liaisons Program



Records Liaisons Program

Records Management Group

• 150 Records Liaisons across the Lab

• Primary point of contact between RM and organizations

– Lists of Records Categories 

• Enables organizations to understand which records they need to keep and 

possibly send to storage, and which records are safe to destroy and when

– Directed communications rather than All Personnel emails



Records Liaisons Program

Records Liaison Role Statement

A Records Liaison is responsible for ensuring that:

• the line organization or program to which he or she is 

assigned creates and maintains a List of Records 

Categories

• the organization creates, captures, organizes and 

preserves its records in accordance with the provisions of 

the Records Management requirement. 

While not a full-time job, the Records Liaison assignment is 

intended to be a long-term responsibility with a dedicated 

person assigned.



Records Liaison Role



Records Liaisons Program

Communicate

The Records Liaison is the records 

management point of contact within an 

organization.

• Disseminate records-related information to the 

organization.

• Meet with content owners in their organizations 

to gather information about records as needed 

(i.e. updating the LRC)



Records Liaisons Program

Communicate



Records Liaisons Program

Communicate
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